TRACS Internet User Guide Chapter 11: Late Recertification Report

LL

Late Objectives
Certification By the end of this chapter, you will be
ableto:
Report e View latere-certifications
The Late Recertification Report lists e View query data from browser
households within a contract or project e Download and print a Late
that are late in recertifying. Users may Certification Report

specify whether the report will include
al certifications, exclude terminations,
list HQ terminations only, or only list
terminations.

The Late Recertification Report option
can be selected from the TRACS Main
Menu.

From the Late Recertification Report

screen, the ’6 displays directly above
the User Guide link as avisua to direct
usersto the user guide for assistancein
using this application.
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11.1 To access the Late Recertification Query
Screen:

1. Fromthe TRACS Main Menu, click on the Late Recertification link, and the
following query screen (Figure 1) displays:

TRACE TRACS Late Recertification QQuery
icon
TRALCS Eruter the Comtract Number or the Profect Number:
Tlenu
Contract Numher: or Project Number:
. [ [ [
klick:
Report Typa:
® Al Certifications
O Exclude Terminations
© HQ Terminations only
©  Only Terminations

Sort By: Unit = or Name O

Report By: Browser ® or Downlead ©

| Subrmit || R zat |

Figure 1. Late Recertification Query Screen

11.2 To submit a Late Recertification Query Screen:

1. From the Late Recertification Report Query Screen, select the contract or project by
scrolling to the desired contract number or project number.

2% Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Report Types: All Certification, Exclude Terminations,
HQ Terminations only, Only Terminations.

3. Select how the query will sort data; by Unit or by Name.

4. To view thereport on-line, select Browser. To download report datato an ASCI| file,
click Download. (See next section) The default value for report typeis Browser.

5. Click Submit to start the Query.

December 2003 — Tenant Optimum Compliance, Phase Il 11-2




TRACS Internet User Guide Chapter 11: Late Recertification Report

11.3 To download the Late Recertification Report
Summary Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

Warning: There is a poszible security hazard here.

Opening:
CO0850953020005426659. 1t uzing WIMWORD EXE.

“When you download a file from the netwark, you should be
aware of secunty considerations.

A file that containg malicious programming instructions
could-gamage or athenwize compromize the contents of
YOUr Compter.

“r'ou should only use files obtained from sites that pou st

“Wwhat do you want to do with this file?
" Open it

¥ Zlways ask before opening this type of file
I™ | Open OLE senvern inrplace

OF. I Cancel |

Figure 2. Security Warning Screen
2. Select Saveit to disk to name and save the file to your hard drive.

The ASCII fileis comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Namesis the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI| fileis displayed in Figure 3.
Figures 4(a) and 4(b) are two examples of the Late Recertification Report.

Voucher Date,Contract Nuwber, irea Code,Office Code,Units in Contract,Units Receiwving Subsidy, Units Vacant Under this Contract
05/01/2000,EY36A002001,05,01,,,,, - 1,1,1,1,1,1,1,1,1,1,1,1,1,N,10,N,1,05/01/2000

Figure 3. ASCII File
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1.5, Depariment of Howsing and Urhan Development

TRACS Late Recertification Report

'Project Mumber: 024EH05G Report Type:  All Certifications
Total Mumber of Late Recertifications: 11 Soried By: Unit

TCamiract Unmt Tenand Narme Tenant 35N Effective Nexit Recert Humnher of Tarmimalon | Teminalon

Humba Date Date Days Labe Date Reasomn
TLOGLODOMO 4 | Smith, AD 111111111 12252003 47552005 45 | A/1/A03 TI
TLOALONONES 5 | Hovarard, . A2020EAR 12272004 /55005 [
ILOGLON0 5SS ST | Jorwes, H 22323LA3 S/Ara03 Lr5ra00d 4 | ArA0s TC
ILOGLODOTT? 24-East | Pamick, D. 2222044 12252003 47552005 1234
ILOGLON0EEE 35 | B, H. PR VECEE] L2003 /5505 [
THOGLO00MO 350 | Esterbrook, L0 | 242325522 47353004 45553005 A
TLOALODOKD 77 | Ewans, E. 22442232 1252003 3A55A003 a7 | /1003 EN
THOALO0OMO 102 [ Deconarsey, 5. 222278032 1252003 47553005 45 | H1A0E CE
TLOALOO0HD BO0 | Flewagae M. | 2253822 T2rand [IETFIE ]
TLOGLONGHE 00 | ok, H. 223255332 ez [ 3
ILOGLOGSTE 800 | Stratorm, £ 222THAAL G/AM003 47552005 F]

BReturn io ()

Figure 4(a) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Unit)

L.5. Department of Howing and Urhan Development

TRACS Late Recertification Report

'Contract Number: NA123456782 Report Type:  All Certifications
Total Number of Late Recertifications: 11 Soried By: Mame

Project Uit Tenand Name Tenand Effextive Hext Recart | Mumber o Taonimakon | Teonimaee

Fumber 55N Date Date Days Late Date n Rexsan
NSFHDET g Adams. O.H. EEEEEEEEE TR0 JEEOE a5 FAEOE TT
04 3HDEG 7 | Bennigan, T 12704 41505 [3]
4HDEE 50 | Carle, &L 32222225 EIFIFIE LE7a0E Bl TAEOTS TC
N45HDE% TT | Danels, W, 22222444 L2705 47572005 174
4HDEL qT [ Emmaruel, H. | doadi5sss L7a0s 4505 ]
N4ZHDETE AT | Feltel H. 20235502 472004 45305 5
D22HDETE Bhg | o ullver, FLT 12441012 L2703 375003 o7 EAEOE EN
N55HDETE T | Hams, L. 22227022 L7003 4752005 LR TAEOT TE
NEEHDETE T Owmens, =, FRFELELNT] L2704 47572005 pric]
N2EHDETE TE | Wietch, . ATTIEEIT L0 Li5200E T
O1THDETS 33 | WiEtch, 2 W, | daTaddad B0 47505 z

Eeturn to )

Figure 4(b) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Unit)
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